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Usage Information

Documents published herein are furnished “As Is.” There are no expressed or implied
warranties. The content of this document herein is subject to change without notice.

HIPAA Notice

This Maine Health PAS Online Portal is for the use of authorized users only. Users of the Maine
Health PAS Online Portal may have access to protected and personally identifiable health data.
As such, the Maine Health PAS Online Portal and its data are subject to the Privacy and security
Regulations within the Health Insurance Portability and Accountability Act of 1996, Public Law
104-191 (HIPAA).

By accessing the Maine Health PAS Online Portal, all users agree to protect the privacy and
security of the data constrained within as required by law. Access to information on this site is
only allowed for necessary business reasons, and is restricted to those persons with a valid user
name and password.
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1. Introduction
This User Guide gives you instructions on how to use the web portal. The web portal offers you:

e Contact information

e Community Resources

e Information on how to apply for MaineCare benefits
e Benefits Manual

e Newsletters

e MaineCare ID card information

e Claims History Reports

e Access to a Letter of Creditable Coverage

2. Your Computer
To get the most out of the web portal, make sure that your computer has:

¢ Reliable online connection
e Web browser - The latest version of Microsoft Internet Explorer is recommended.

e The latest version of Adobe Acrobat Reader

3. Home Page

To get to the web portal you must open a web browser on your computer. Once you open a web
browser window:

1. Enter https://mainecare.maine.gov into the web browser address bar. See Figure 3-1:
Internet Browser Address.

& | https:/{mainecare, maine. gov
\E Internet browser address j

Figure 3-1: Internet Browser Address

2. After you enter the web address, either press the Enter key or click the Go button (if
there is one available). The Home Page screen will then appear. See Figure 3-2: Home
Page.

MHP_Member_User_Guide_v3.0_20140102.doc Page 1 of 12
Last updated: 01/02/2014
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m Health PAS-Online

Figure 3-2: Home Page

3.1 Welcome
The Home Page gives helpful information about:

e Office of MaineCare Services (brings you to the Office of MaineCare Services website)
e DHHS Regional Offices (provides contact information for each office locations)

e Contact DHHS (provides contact information for all office locations and departments)
e Community Resources (brings you to the Maine 211 website for community resources)

e Notices and Announcements (gives any important notices or announcements for
MaineCare)

e Contact Information (links to contact information for MaineCare members, providers,
billing agents, and clearinghouses )

3.2 Member Tab

From the Home Page, click on the Member Tab. Clicking on the Member Tab will bring you to
the Member Page, as shown in Figure 3-3: Member Page. A member may click the link in the
middle of the screen or at the top for more information. See Figure 3-3: Member Page.

{5+ Accessibility Enable  Online Help ( Sign In

L1 R PR TR S
MaineCare Services o
v sl ey ) @ Health PAS-Online
An Offico of i of 3 H
icos :

Home Member

Tue, Sept 24, 2013

Home > Member

Links

ow to apply for MaineCare

First Name:

Last Name:
Date of Birth: mm/dd
Last 4 numbers of

Social Security #: A
¢’ Call or visit the Department of Health & Human Services local

office closest to where you live. Tell the person at the front desk

Signin

© Member Useful Links you want to apply for MaineCare. An eligibility specialist will meet \
w OMS Information for with you to determine your MaineCare eligibility and can answer Genera'l
Current Members g 2 i Information
questions about the MaineCare application process.
—j [MaineCare Coverage Changes
o
ic
eal ine

Visit the Office of MaineCare Services member website for Stay up-to-date on changes to benefits
newsletters, updates, and reports on current projects. covered by MaineCare by going to the
MaineCare Member page. There are
several letters to MaineCare members
Already a MaineCare member? explaining the benefit changes under
“News.” You can also go to the

Policies/Rules webpage for MaineCare's

® Contact Member Services
= Member Documents

® Member Benefits

® Member Newsletter

® Online User Guide

Report any name, address, income, or other changes to your

MHP_Member_User_Guide_v3.0_20140102.doc Page 2 of 12
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Figure 3-3: Member Page

3.2.1 Member Useful Links
The Member Useful Links choices are:

= Member Useful Links

g OMS Information for
Current Members

B spplying to MaineCare

B MaineCare Benefits Manual
B DHHS Regional Offices

B Healthy Maine

B Community Resources

B Contact Member Services

Figure 3-4: Member Useful Links

3.2.2 Member Documents
The Member Documents choices are:

= Member Documents
B Member Benefits
® Member Mewsletter
B Online User Guide

Figure 3-5: Member Documents

3.2.3 Surveys
To give feedback, click on the links below:

=l Surveys
B OnLine Website Survey

B Member Survey

Figure 3-6: Surveys

3.2.3.1 Online Website Survey
To give feedback on the web portal, click on the Online Website Survey link:

=l Surveys
= Cnline Website Survey

B Member Survey

Figure 3-7: Online Website Survey Link
To fill out the survey:

MHP_Member_User_Guide_v3.0_20140102.doc Page 3 of 12
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1. If the question has circles next to it: Click in the circle next to the answer you would

like to choose.

2. If the question has a blank space next to it: Type in your answer into the space.

3. When you are done, click the Finish button.

NOTE: Use the scroll bar to move down the page.

Health PAS Online > Upcoming Survey Sign-Up > Respond to this Survey

F

Upcoming Survey Sign-Up - New Item Finish
Finish Cancel
LI LI Scroll Bar
* indicates a required field
Your Name (Optional): -
Type
Answer

A NEW SURVEY is planned in the months ahead.

If you wish to be notified via email when our next survey becomes available, please enter your full email address:
Please enter your email address a second time (to confirm):

-
I am using this website as a: * Click

Circle

O MaineCare Member s

(OrCaregiver of a MaineCare Member

Figure 3-8: Online Website Survey — New Item

3.2.3.2 Member Survey
To give feedback on Member information, click on the Member Survey link:

=l Surveys
m Online Website Survey

* Member Survey

Figure 3-9: Member Survey Link

NOTE: Surveys may not always be available.

3.2.4 Member Lists
The Member Lists choices are:

= Member Lists
B Freguently Asked Questions
B Proyider Directory

Figure 3-10: Member Lists

MHP_Member_User_Guide_v3.0_20140102.doc
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3.2.5 Frequently Asked Questions (FAQS)
These are questions commonly asked by members. See Figure 3-11: Frequently Asked

Questions for examples.

Eligibility
Benefits

Health PAS Online > Member FAQ = Member FAQ

Members Frequently Asked Questions

The following table contains frequently asked questions that relate to the Maine Integrated Health M

How do I apply for MaineCare?

How do I choose a PCP?

What is Creditable Coverage?

How do I know if T am eligible for MaineCare?

Who determines MaineCare eligibility?

What pharmacies partiopate in the Maine BX program?

Can I use a mail order company for my medication?

What do I do if my medication needs a Prior Authorization (PA]?

Does my MaineCare Card cover everyone in the Family?

My doctor does not accept MaineCare, Will T have to pay this bill?

How do I know what services are covered?

Will T have a co-pav when I go to the doctor’s?

How often does MaineCare have Eligibility Reviews?

Can I schedule an Eligibility Beview?

What is PCCM7
What is @ PCP?

When can I use the Emergency Room?

What if I am out of state and need emergency medical attention?

[T [ ¥ it

Figure 3-11: Frequently Asked Questions

3.25.1 Provider Directory

The Provider Directory is a list of providers that accept MaineCare. To check if a provider
accepts MaineCare, click on the Provider Directory link. See Figure 3-12: Provider Directory

Link.

= Member Lists

—kF’rDuider Directory

B Frequently Asked Questions

Figure 3-12: Provider Directory Link

MHP_Member_User_Guide_v3.0_20140102.doc
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To search for a provider, follow the directions below:

1. Enter information in one or more of the fields shown in Figure 3-13: Provider Search.
Use the drop-down menus to help with your search.

2. When you have entered your information, click on the Search button.

Ta search for a provider, use one or more of the fields below.

Provider Search

Provider/Clinic Name: |

Provider ID: |

Option Z1P Code: |

Primary Specialty: |
Type: |
City: |
MapResults County: |

State: | Maine
MapResults

Maximum distance from the following location: . Miles

Enter one of the following
Street address, City, State and optional ZIP OR just the ZIF

[<]

Search ] Reset }

Search Reset

Figure 3-13: Provider Search

3. The MapResults option is automatically selected, and the results will show the

following information:
e Provider’s Name
e Address

4. Clicking on Details, as shown in Figure 3-14: Map Results of Find a Provider, will give

more information:
e Phone Number
e Provider Type
e Provider Specialty
e Accepting New Patients

e A Map and a Get Directions link, See Figure 3-14.

MHP_Member_User_Guide_v3.0_20140102.doc
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Get Directions

] o wap

[ sateite | Hybrida || Terain

1. AUSTEN EYE CARE-S
13 Pervbariey Way
AUGUSTA, ME 04330

Details
Button

[EEE

NG

Fairfield
—

:;A KENNEBEC 7 e

Watervide

[+

Provider Type: 01-Growp of Providers 3
Provider Specuity: No Speciaity Required e
4 = P Qs .- Vassaoro
Provider 1D: 1811077500 Eelyrade
Location or Chisdc: AUSTEN EVE CARE.-S-001 P
Phone 5: 207.393-1111 At
FAX 2 ..
tmat Ascrens A 1 A
Aint . Augu s \ndsce
Acceptiog New Patients: YES d Leeds) | Wintheop b
Handcap Accesnibie NO Tuer Was
-, ] - ) BOMOLT
Mandge Restrictons: O Year O Mot Moo Gardner
MaxAge Bestrictons: 112 Years 11 Months - Jefferson
. Greene
Gender Restricion Lachheld Vhtateld
Languages Spoken: FRENCH Soq
GERMAN <
Lewston 1

Office Mowrs <

Mon : T00AM 15 5:00PM =

Newcastie
Labon

PORInD 07 Dy il
Google e

Search Again

Rington

WUapote 2012 Google - Tics ot U

Figure 3-14: Map Results of Find a Provider

5. If you un-select the MapResults option, as shown in Figure 3-13: Provider Search, the

results will display a table of providers. The table headings are:
e Name
o Type
e Specialty
e Provider ID
e Location or Clinic
e Address, City, Zip, County, Distance
e Phone Number, Fax #, Email Address

MHP_Member_User_Guide_v3.0_20140102.doc
Last updated: 01/02/2014
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Search Results
Name Type Specialty Provider ID Location or Clinic Address City
—_—
AUSTEN EYE CARE-S | |01-Group of Providers No Specialty Required 1811077100 AUS 25 Pemberley Way AUGUS
Austen-5, Jacob |45-Optician OPTICIAN 1891793147 AUS 25 Pemberley Way AUGUS
BENNET-5, Elizabeth 51-Physician OPTHALMOLOGY 1184706608  AUS 25 Pemberley Way AUGUS
BINGLEY-5, Charles 51-Physician OPTHALMOLOGY 1912283318 AUSTEN EYE 25 Pemberley Way AUGUS
CAPITAL AREA PODIATRY-
Jones-5, Robert . PODIATRY 1164490009 ———— 17 Pheasant Lane AUGUS
Click to o1
y-On i THE RIGHT PHARMACY-5-
The Right Pharmacy-S select r*ge"(’ reamzation . Specialty Required 1477860112 T EEESRESIS 459 East Robbins St AUGUS
<- Prev Next -»
21l |
Search Again Map Results _l
-

Figure 3-15: No Map Results of Find a Provider

6. If you do not find the provider you are looking for, remove some of the data that you

entered and try again.

7. To start over, go back to the Provider Search page, as shown in Figure 3-13: Provider
Search, and click the Reset button.

3.2.6 Contact Us

The Contact Us links choices are:

= Contact Us
B Contact Us

Figure 3-16: Contact Us

MHP_Member_User_Guide_v3.0_20140102.doc
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ontacts for Members

Applicants and Current Members

1-800-442-6003 (TTY 711}.

Or, call or visit your local

DHHS office (listed by towns and cities)

Current Members

MaineCare members may call Member Services at
1-800-977-6740 (TTY 711)
for information about MaineCare-covered services.

Or, contact MaineCare Member Services at:
Phone: 1-800-977-6740 (TTY: 711)

Fax: 1-877-314-8775

E-mail: MaineCareMember@malinahealthcare.com

To apply for MaineCare or to report changes to your name, income, address, or household make-up, etc., call the Office for Family Independence at

Figure 3-17: Contact Us

3.26.1 Email Us

You can use your preferred email provider (such as Gmail or Yahoo Mail) to send an email to

member services. The Member Services email address is

mainecaremember@molinahealthcare.com.

3.2.7 Site Map

The Site Map is a quick way to find important information on the website. Clicking a link will

open up the page it names.

For example, clicking Contact Us link will open up the Contact Us screen.

Health PAS Online » Site Map > Site Map

Site Map - Site Map

- MIMHS Home Page - Provider Page
- Home Useful Links

- Office of MaineCare Services
- DHHS Regional Offices

- Provider Useful Links

- AdvantageME Forms
- Center for Medicare & Medicaid

- Contact DHHS Services

- Community Resources
- Definition of Benefits

- CM3 NPI Registry Search
- National Correct Coding

- Maine Medicaid Policy Initiative Edits
- Home Documents - Maine Administrative Codes
- Portal Guides - NDC/HCPCS Crosswalk
- Other Publications - Rebate Drug Product List
- Home Lists - Maine Department of Health &
- Freguently Asked Questions Human Services
- Notices & Announcements - Maine Medicaid Policy
- Contact Us {MaineCare Benefits Manual)
- Contact Us - Maine Medicaid Policy —

Recently Adopted Rules
- Maine Secretary of State

_

SITE MAP

- Secure Trading Partner Page *
- Account Maintenance
- Manage Users *
- Provider Associations *
- Reset Password *
- Trading Partner Status *
- User Status *
- File Exchange
- ¥.12 Upload *
- Archive Search *
- Responses *
- Claim (837] =
- Claim Status (276) *
- Eligibility {270} *
- Enrollment (834) *
- Finance (835, 820) *
- Service Review (278) *
- Reports

Figure 3-19: Site Map

MHP_Member_User_Guide_v3.0_20140102.doc
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4. Member Sign-In Page

If you want to request a Letter of Credible Coverage or a Claims History Report, then you need
to sign in.

A member can do this by entering:
e First and Last Name
e Date of Birth (mm/dd/yyyy)
e Last 4 digits of the Social Security Number

First Name:

Last Hame:

Date of Birth: mm/ddfyyyy

Last 4 numbers of
Social Security #:

Figure 4-1: Member Sign In

If you have any questions or problems signing in, call Member Services at 1-800-977-6740.

5. Member Secure Page

Once you have logged in, you may request a Letter of Credible Coverage or a Claims History
Report under Form Entry. See Figure 5-1: Member Secure Page.

NOTE: This screen will be occasionally updated with new information.

A 13 T3 & Accessibility Enable  Welcome Josslyn Online Help @ Sign Out

MaineCare Services | O -
e R | @ Health PAS-Online
An 3 the Department =z
Hoolth and Human Services s site =

Home Member Member Secure Tue, Sept 24, 2013

& Form Entry

et e . Your Proof of Coverage
OMS Information for
Current Members
® Applying to MaineCare

- MaineCare Benefits
Manual

® DHHS Regional Offices
® Healthy Maine

® Community Resources

® Contact Member Services '/—_————

= Member Documents

® Member Benefits You may need a Letter of Creditable Coverage to apply for
® Member Newsletter other insurance or for other reasons. This letter is proof of
your MaineCare coverage. It shows the dates when you are

. )
ofline User Gliidd or were covered by MaineCare

Figure 5-1: Member Secure Page

MHP_Member_User_Guide_v3.0_20140102.doc Page 10 of 12
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5.1 Letters and Reports
Select the Letters and Reports link under Forms Entry to get the screen.

B | etters and Reports

Figure 5-2: Requesting Letters and Reports

To request copies of the letter or report, click the link.

You Are Here: Letters and Reparts @ nep &l

Letters

Creditable Coverage Request

- Select
ports

Claims History

Figure 5-3: Letters and Reports

5.1.1 Letter of Creditable Coverage

You will receive a Confirmation that the request has been successful. See Figure 5-4: Letter of
Creditable Coverage Screen. The letter will be mailed to the address that is on file at MaineCare.
If you need to update your address, contact your local DHHS office.

Member = MHP Viewer

My Health PAS

You Are Here: Letters and Reports » Creditable Coverage Request

A request for a Member Creditable Coverage letter has been submitted. It will be mailed to the address we have on vour file. Please contact Member Services at 1-B00-
977-6740, option 0, if you do not receive this letter within 10 business days.

To review the terms and conditions for using this letter, click= Terms and Conditions

Figure 5-4: Letter of Creditable Coverage Screen

5.1.2 Claims History

When you select the Claims History Report link, a screen will display requesting the number of

months you would like the report to reflect. The number of months is limited to a maximum of
twelve (12).

Click the drop-down menu to select the number of months, and then click the Create Report
button. See Figure 5-5: Claims History Screen.

MHP_Member_User_Guide_v3.0_20140102.doc Page 11 of 12
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You Are Here: Letters and Reports » Claims History Report

Use the
drop-down

Select the number of months (maximum 12) for your ry

Months: | 1 ll

Create
Report Create Report

Figure 5-5: Claims History Screen

Confirmation that the request has been successful will show:

A request for a Member Claims History Report has been submitted. It will be mailed to the
address we have on your file within 10 business days. Please contact Member Services at 1-800-
977-6740, during normal business hour, if you do not receive this report.

The report will be mailed to the address that is on the file with MaineCare. If you need to update
your address, contact your local DHHS office.

Member > MHP Viewer
My Health PAS

You Are Here: Letters and Reports » Claims History Report » Confirmation

A request for a Member Claims History Report has been submitted. It will be mailed to the address we have on your file within 10 business days. Please contact Member
Services at 1-800-977-6740, during normal business hour, if you do not receive this report.

To review the terms and conditions for using this report, click Terms and Conditions

Figure 5-6: Claims History Report Confirmation

5.2 Sign Out

To sign out, click on the Sign Out button in the upper right-hand corner of your computer
screen. If you are inactive for 30 minutes, you will be logged out automatically.

online Help & Page Help @ Sign out

Figure 5-7: Sign Out
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